State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Data Processing Manager Il 0540-1384-502 50043670 1
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
vacant 8037 DTS/IT Business Services/Bus Applications Serv.
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
S01
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
1 Supervisory [] Lead Person Mary Smith Data Processing Manager il
APPROVED BY (Personnel Analyst's Name) DATE
Andrea Riley 12/15/2011
Pe_rl_(i:;enrg of Activity

POSITION SUMMARY:

Under the administrative direction of the Chief, IT Business Services Branch and the technical
direction of the Application Architect, plans, organizes staff, and directs and controls all functions
of the Business Solution Development, Website Development and Maintenance, and Geographic
Information Systems Services units. Oversees the development, operation, and management of
these units, including all protocols, procedures, and methodologies related to best business
practices.

ESSENTIAL FUNCTIONS:

Ability to balance concurrent assignments and complete assigned projects and tasks on time at a
level commensurate with the position classification. Maintain consistent and regular attendance,
operate a personal computer (PC) and/or a workstation for extended periods of time.

The specific duties are as follows:

* Plan, lead, organize, and control the staff and activities of the Section in order to develop and
maintain a highly skilled professional staff to meet the IT Business Services Branch mission
through: assigning and distributing work, monitoring and evaluating performance, preparing

30% annual Appraisal & Development reports, determining training needs and approving training
requests, implementing the three phases of progressive discipline, verifying and approving
employee’s attendance and leave requests, interviewing and hiring qualified employees,
understanding employee’s rights with regards to labor relations, and leading by example.

* As first line Supervisor, outlines performance expectations within the identified units and
maintains individual development plans to address skill and knowledge enhancement needs;
coaches and mentors staff to improve the delivery of business solutions through best practices of
software development, testing, deployment, application architecture and other related concepts
and practices.

* Responsible for allocation of staff to approved projects throughout the Department and reporting
on resource availability.

SUPERVISOR'’S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR'S NAME (Print) SUPERVISOR'S SIGNATURE DATE
>
EMPLOYEE'S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE'S NAME (Print) EMPLOYEE'’S SIGNATURE DATE
>
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION

DWR POSITION NUMBER SAP POSITION NUMBER MCR

Data Processing Manager Il 0540-1384-502 50043670 1

APPOINTEE

vacant

SAP PERSONNEL NO. DIVISION/SECTION

8037 DTS/IT Business Services/Bus Applications Serv.

Percent of
Time

Activity

30%

25%

15%

* Plans, organizes, and directs all activities related to the development, maintenance,
implementation, and execution of DWR's Business Solution Development, Website Development
and Maintenance, Geographic Information Systems and any other assigned methodologies and
enablers. This includes responsibility for maintaining these methodologies and updating them as
necessary to align with applicable policies and appropriate industry practices and business
strategies.

¢ Ensures organizational policies and procedures are followed

* Serves as Project Advisor/Director for projects within the purview of the IT Business Services
Branch, ensuring the associated tools and products align with organizational strategies and
directions.

* Monitors project progress, resolves issues, and ensures the Application Architecture and
Systems Development Life Cycle framework are followed on all projects under the guidance of the
IT Business Services Branch.

* Represents DWR in matters related to Business Solutions Development, Website Development
and Maintenance, Geographic Information Systems, and Systems Development Life Cycle
processes and all other assigned areas to the Department’s Executive and Senior Management,
and outside groups including other State agencies, public/private agencies, and professional
organizations. Travel to meetings may involve the operation of an automobile on public roadways.

Planning and Organizing:

* Develops strategies and processes to coordinate and link the Branches’ key services to enable
the business to accomplish its Strategic Business Plan, successfully execute the DTS and IT
Business Services Branch operational plan and objectives and associated human resources, fiscal
resources processes. This includes developing relationships among, and working closely with, the
individual Lines of Business, the Business Operations organizations and others in leadership
throughout the organization.

« Assists in the development of strategic and tactical enterprise plans to be used in developing
business engineering models that service business needs.

* Establishes operational plans to accomplish the Department and Divisions enterprise mission and
goals.

* Prepares budget and staff requirements for the identified units ongoing work and projects.

* Reviews and approves planning materials for a variety of projects.

* Works with clients to establish project priorities.

Performs a variety of special projects as directed by the Chief, IT Business Services Branch and
the Chief Information Officer. Utilize sound technical and analytical judgement to work as project
lead or independently, within existing policies and general procedures, researching problems and
developing new solutions and methods to achieve the Department's business and policy goals.
Exercises strong verbal and written communication skills, interpersonal, and problem solving
skills; leadership skills necessary to serve in lead capacity on larger/complex technology efforts;
and the ability to network and interface effectively with technical personnel and management;
extensive knowledge of a global understanding of currency with respect to evolving industry IT
development trends, practices, and standards.
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR

Data Processing Manager Il 0540-1384-502 50043670 1

APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION

vacant 8037 DTS/IT Business Services/Bus Applications Serv.
Pe_rl_ci:r%rét of Activity

KNOWLEDGE, SKILLS & ABILITIES:

Must have leadership skills necessary to serve as manager of large complex technology and
project efforts. Must have extensive experience with an in-depth knowledge of best-practice
project management methods, standards, and practices. Have experience in information
technology concepts, practices, methods, and principles. Must demonstrate the ability to apply this
knowledge with versatility and accountability using diplomacy and tack while addressing the most
sensitive business and political issues of the organization while solving the most complex
business and political issues of the organization while solving the most complex business
problems. Have knowledge of the Department's business, programs, and goals. Understand the
State budgeting process, legislative and administrative procedures, procurement documents and
procedures, licensing issues, and the roles and responsibilities of oversight and regulatory
agencies in assuring quality control and system dependability; ability to network and interface
effectively with other technical personnel and DWR's management in securing resources, expertise
and approvals necessary to implement medium to large scale information technology solutions.

SPECIAL REQUIREMENTS:

Must be able to (1) communicate effectively with business and technical staff, the general public
and policy-level administrators; (2) provide quality customer service through responsiveness,
innovation, competence, and teamwork; (3) demonstrate respect for coworkers by being courteous,
considerate, and professional; (4) demonstrate openness and trust by being straightforward,
listening respectfully, sharing information, and being receptive to new ideas; and (5) demonstrate
accountability by taking responsibility for one’s own actions/inaction and the subsequent
outcomes. Must be able to function effectively and efficiently in the work environment, may be
required to travel (and possess a valid driver's license if operating a vehicle), and may be required
to work overtime, when necessary, to meet project deadlines.
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	IMMEDIATE SUPERVISOR: Mary Smith
	SUPERVISOR'S CLASS: Data Processing Manager III
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30%
	activity: POSITION SUMMARY:
Under the administrative direction of the Chief, IT Business Services Branch and the technical direction of the Application Architect, plans, organizes staff, and directs and controls all functions of the Business Solution Development, Website Development and Maintenance, and Geographic Information Systems Services units.  Oversees the development, operation, and management of these units, including all protocols, procedures, and methodologies related to best business practices.  

ESSENTIAL FUNCTIONS:
Ability to balance concurrent assignments and complete assigned projects and tasks on time at a level commensurate with the position classification.   Maintain consistent and regular attendance, operate a personal computer (PC) and/or a workstation for extended periods of time.

The specific duties are as follows: 
* Plan, lead, organize, and control the staff and activities of the Section in order to develop and maintain a highly skilled professional staff to meet the IT Business Services Branch mission through:  assigning and distributing work, monitoring and evaluating performance, preparing annual Appraisal & Development reports, determining training needs and approving training requests, implementing the three phases of progressive discipline, verifying and approving employee’s attendance and leave requests, interviewing and hiring qualified employees, understanding employee’s rights with regards to labor relations, and leading by example.
• As first line Supervisor, outlines performance expectations within the identified units and maintains individual development plans to address skill and knowledge enhancement needs; coaches and mentors staff to improve the delivery of business solutions through best practices of software development, testing, deployment, application architecture and other related concepts and practices.
• Responsible for allocation of staff to approved projects throughout the Department and reporting on resource availability. 

	classification: Data Processing Manager II
	appointee: vacant
	dwr position number: 0540-1384-502
	sap personnel no: 8037
	sap position number: 50043670
	division: DTS/IT Business Services/Bus Applications Serv.
	mcr: 1
	percent2: 30%
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15%
	activity2: • Plans, organizes, and directs all activities related to the development, maintenance, implementation, and execution of DWR's Business Solution Development, Website Development and Maintenance, Geographic Information Systems and any other assigned methodologies and enablers.  This includes responsibility for maintaining these methodologies and updating them as necessary to align with applicable policies and appropriate industry practices and business strategies. 
• Ensures organizational policies and procedures are followed 
• Serves as Project Advisor/Director for projects within the purview of the IT Business Services Branch, ensuring the associated tools and products align with organizational strategies and directions.
• Monitors project progress, resolves issues, and ensures the Application Architecture and Systems Development Life Cycle framework are followed on all projects under the guidance of the IT Business Services Branch.
• Represents DWR in matters related to Business Solutions Development, Website Development and Maintenance, Geographic Information Systems, and Systems Development Life Cycle processes and all other assigned areas to the Department’s Executive and Senior Management, and outside groups including other State agencies, public/private agencies, and professional organizations.  Travel to meetings may involve the operation of an automobile on public roadways.

Planning and Organizing:
• Develops strategies and processes to coordinate and link the Branches’ key services to enable the business to accomplish its Strategic Business Plan, successfully execute the DTS and IT Business Services Branch operational plan and objectives and associated human resources, fiscal resources processes.  This includes developing relationships among, and working closely with, the individual Lines of Business, the Business Operations organizations and others in leadership throughout the organization. 
• Assists in the development of strategic and tactical enterprise plans to be used in developing business engineering models that service business needs.  
• Establishes operational plans to accomplish the Department and Divisions enterprise mission and goals.
• Prepares budget and staff requirements for the identified units ongoing work and projects. 
• Reviews and approves planning materials for a variety of projects. 
• Works with clients to establish project priorities.

Performs a variety of special projects as directed by the Chief, IT Business Services Branch and the Chief Information Officer. Utilize sound technical and analytical judgement to work as project lead or independently, within existing policies and general procedures, researching problems and developing new solutions and methods to achieve the Department's business and policy goals. Exercises strong verbal and written communication skills, interpersonal, and problem solving skills; leadership skills necessary to serve in lead capacity on larger/complex technology efforts; and the ability to network and interface effectively with technical personnel and management; extensive knowledge of a global understanding of currency with respect to evolving industry IT development trends, practices, and standards. 


	percent 3: 
	activity3: KNOWLEDGE, SKILLS & ABILITIES:

Must have leadership skills necessary to serve as manager of large complex technology and project efforts.  Must have extensive experience with an in-depth knowledge of best-practice project management methods, standards, and practices.  Have experience in information technology concepts, practices, methods, and principles. Must demonstrate the ability to apply this knowledge with versatility and accountability using diplomacy and tack while addressing the most sensitive business and political issues of the organization while solving the most complex business and political issues of the organization while solving the most complex business problems.  Have knowledge of the Department's business, programs, and goals.  Understand the State budgeting process, legislative and administrative procedures, procurement documents and procedures, licensing issues, and the roles and responsibilities of oversight and regulatory agencies in assuring quality control and system dependability; ability to network and interface effectively with other technical personnel and DWR's management in securing resources, expertise and approvals necessary to implement medium to large scale information technology solutions. 

SPECIAL REQUIREMENTS:

Must be able to (1) communicate effectively with business and technical staff, the general public and policy-level administrators; (2) provide quality customer service through responsiveness, innovation, competence, and teamwork; (3) demonstrate respect for coworkers by being courteous, considerate, and professional; (4) demonstrate openness and trust by being straightforward, listening respectfully, sharing information, and being receptive to new ideas; and (5) demonstrate accountability by taking responsibility for one’s own actions/inaction and the subsequent outcomes.  Must be able to function effectively and efficiently in the work environment, may be required to travel (and possess a valid driver's license if operating a vehicle), and may be required to work overtime, when necessary, to meet project deadlines. 
	supervisor name: 
	employee name: 


